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March 12, 2010 
 
 
Mr. Don Devendorf      Michael Huber 
Vice President        Director of Enterprise Development 
Morgan Stanley & Co. Incorporated  Office of the Mayor  
1585 Broadway, Floor 33     City-County Building Suite 2501 
New York, NY 10023      200 East Washington Street 
           Indianapolis, IN 46204 
 
Dear Mr. Devendorf & Mr. Huber, 
 
On behalf of all Parking Solutions, Inc. (PSI) associates, thank you for providing us with the 
opportunity to submit our qualifications to manage the Parking System Garages & Lots.  Our 
response to your request for qualifications is attached, but we’d like to provide the shortened 
version of why PSI should be the operator of choice for the Parking System Garages & Lots: 

   
1.      Expense Management – We don’t just talk about it, we produce results. Recently we were 

awarded Ohio State University’s South Campus Gateway parking facility, following its 
management by one of our large national competitors. In one short year, we were able to 
decrease operating expenses by $37,000, decrease payroll by $49,000 and increase gross 
revenue by $85,000. PSI is large enough to provide every service you need, yet in constant 
touch with our field level to support them in delivering exceptional results. 
 

2.      Daily attention to detail – We know what makes customers unhappy – an unkempt 
garage, burnt out light bulbs, and poorly functioning equipment.  We commit to a daily walk 
about that will identify these problems immediately and address them before the end of the 
same business day. 
 

3.      Customized Marketing Plan – We guarantee a customized marketing plan for the Parking 
System Garages & Lots that will bring new business into the facilities.  

 
4.      Experience and around the corner proximity – We have a regional office located here in 

Indianapolis.  As a member of this community, we have been parking cars in Indianapolis 
since 2001.   

 

         We have 18 years of experience in the management and staffing of parking operations. 

         We manage 100+ accounts located throughout the Midwest. 

         We are experienced at providing parking management services for both governmental 
and quasi-governmental entities: Port Columbus, Columbus Downtown Development 
Corporation, City of Champaign, Cleveland Hopkins Indianapolis International Airport, 
and Campus Partners. 

         We employ more than 750 associates; more than 150 in Indiana. 

         We responsibly manage in excess of $45 million in parking transactions annually. 

         Our customer retention rate is 92.3%. 

         We are experienced with various Parking Access Revenue Control and License Plate 
Inventory Systems.   
 



 

 3 

5.      Customized Reporting – You tell us what information you want your reports to provide.  
You tell us when you want to see them.  You can even tell us what format you want them in. 
We will customize our reports so that they will meet every requirement you have for 
accuracy, transparency and ease of review.  Sample reports include Payroll, Employee 
Training logs, Shuttle Passenger logs, and Time Clock detail. 

 
6.      Transition Plan - PSI is experienced at successfully transitioning large accounts. We 

believe this success is due to our detailed transition plan and our dedicated transition team.  
 
7.      Proactive Management - PSI will bring fresh ideas to the management of your parking 

operations.     
 
8.      Commitment to Diversity – We are committed to a diverse workplace.  Currently, our 

employee base is 42% minority.   
 
Parking Solutions has a solid infrastructure right here in Indianapolis with the experience and 
expertise to implement and operate a successful and customer focused parking operation. Our 
competitive pricing structure provides evidence of our strong desire to earn your business.  As 
you review the proposal, please contact myself or Rudy Touvell with any questions or concerns. 
 
 
Respectfully yours; 
 
 
 
Aaron Shocket       Rudy Touvell 
President         Business Development Manager 
 
850 Michigan Ave.      850 Michigan Ave. 
Columbus, OH  43215     Columbus, OH  43215 
614-453-1500        614-453-1504 
614-207-3945 (cell)      614-207-3944 (cell) 
shocketa@parkingsolutionsinc.com  touvellr@parkingsolutionsinc.com 
 
  
 

mailto:shocketa@parkingsolutionsinc.com
mailto:touvellr@parkingsolutionsinc.com
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Executive Summary  
 

Founded in 1991 in Columbus, Ohio, with just a few employees and one 
customer, Parking Solutions has expanded to over 100 operations in five 
states, with more than 750 employees.  Founder, Aaron Shocket, remains 
the company's Chief Executive Officer. From its initial concentration on valet 
parking, the company has developed a full range of parking services, 
including mall and lifestyle center parking, hospitality services, hotel 
attendant services, large-scale garage management, surface lot operation, 
shuttle bus services, and consultation.  Headquartered in Columbus, Ohio, 
Parking Solutions currently manages parking services throughout the Mid-
Western United States. Corporate administrative functions are housed at our 
headquarters while regional and local offices provide hands-on management 
of local service operations.  

 
The company owes its success to a strong customer service program 

developed through extensive employee training reinforced daily in local operations. PSI 
differentiates itself from its industry peers by its high level of service and professionalism.  We 
want customers to feel great about the services we provide.  By extension, we want them to feel 
great about the organizations that have retained us to manage their parking services operations. 
 
Parking Solutions success is driven from the foundation of our business model:  
 

A Regional Focus 
 
Meaning, we choose ONLY to operate facilities located within 300 miles from our headquarters 
located in Columbus, Ohio.  We choose a regionally-focused business model to remain 
committed to our core competency – we deliver at the curb everyday.  To our Founder, Aaron 
Shocket and our Corporate Business Team, this means being only a local phone call or a short 
drive away to support our local staff, clients and customers.  A Regional Focus is how we 
deliver on our promise to you and to downtown parkers to provide a professional, friendly and 
convenient parking experience to every customer.  
 

We are highly experienced in the daily operations of both private and municipally owned 

metropolitan parking garage operations, with our experience developed at Port Columbus 

International Airport, Indianapolis International Airport, City of Champaign, South Campus 

Gateway, Columbus Metropolitan Library and Newport on the Levee (Newport, KY) to name a 

few.  Combined with the unique hospitality expertise we have developed over the past 18 years 

in providing value-added parking management services in multiple venues, Parking Solutions 

brings something extra in the arena of premium parking management services.   
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Bidding Assets 
 
Parking Solutions is seeking qualification on the management of the Parking System Garages & 
Lots. 
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Bidder Information 
 
A. Description of Bidder 
  

Parking Solutions is seeking qualification for the management of the parking garages and 
lots without teaming up with other entities.  Parking Solutions is privately held Ohio 
Corporation established in 1991.  PSI’s president, Aaron Shocket, holds 100% of the 
company’s stock. 

  
B. Roles of Bidder Members and Key Personnel 
 
 Parking Solutions’ Key Personnel: 
 
 

Aaron Shocket 
President 

Stacie Trace 
Corporate 
Controller 

Felicite McCoy  
Operations/HR 

Director 

Susan Stocker 
HR Manager 

Rob Jones 
Risk & Safety 

 Manager 

TJ Oglesbee 
Accounting 
Manager 

Jim Daniels 
IT Manager 

Accounting  
Team 

Meghan Friend 
Indianapolis 

Area Manager 

  

Parking  
Operations 
Manager 

HR Team 

Parking Solutions corporate 
infrastructure and resources 
are ready to provide 
implementation and 
ongoing support.  
 
While this organizational 
chart does not include our 
entire organization, it does 
represent those PSI 
employees who can be 
available to the facility at a 
moments notice.  

Robert 
Montgomery 

Regional Manager 
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Felicite McCoy - Director of Operations 
As Parking Solutions, Inc. Director of Operations and Human Resources, Felicite McCoy is 
responsible for all areas of the Operation as well as overseeing all aspects of Human 
Resources. Felicite’s experience has brought the insight that PSI requires in this diverse and 
ever changing environment. Felicite brings a wealth of knowledge to every area of our 
operation. With her Customer Relations focus, forward thinking, common sense approach in 
her career, Felicite has developed strong relationships and loyalty with customers as well as 
employees. Felicite believes that business wins when two essential entities are always in 
the forefront: customers and employees. She looks for and instills these qualities and beliefs 
in all of our associates. Felicite’s background includes extensive experience in all facets of 
human resources and customer service. Felicite holds a Bachelor’s Degree in Human 
Resources from Franklin University. 

  
Robert Montgomery – Regional Manager 
Robert came to PSI in 2008, bringing with him 20 years of management experience. Robert 
started working in retail at the age of 13, working for his family’s business. After studying 
Business Economics and Consumer Law, he went into retail management for a national 
retailer. Over the next twenty years he worked for national retailers Target and Rite Aid 
Pharmacy. Robert’s career path took him from management to training. He was promoted to 
the Regional Training Specialist for Rite Aid Corporation, where he coordinated the training 
of employees from 192 stores in his region. Robert began with PSI as an Area Manager in 
the Cleveland market, but has since assumed the role as Regional Manager for Parking 
Solutions where he oversees operations in Indiana, Michigan, Pennsylvania and Northern 
Ohio.     

    
Meghan Friend – Area Manager 

 Meghan came to PSI in 2008 bringing an entrepreneurial spirit and passion to grow the 
 business from the ground up.  Meghan joined PSI as an Area Manager where she was 
 responsible for 10 accounts including Newport on the Levee and the Greater  Cincinnati 
 Northern Kentucky airport. In late 2009 she accepted her current position of Indianapolis 
 Area Manger where she is responsible for 10 accounts  including our Indianapolis 
 International airport, City of Champaign, and Indy Live  accounts.  Prior to coming to PSI, 
 Meghan studied Marketing and Management at  the University of Dayton and began working 
 at a national car rental agency after graduation.  There she completed a strict management 
 training and development program while learning the business.  Meghan chose to focus on 
 business to business sales opportunities in the truck rental division where she opened a 
 new branch and reached growth objectives in only eight months.  Over the next three 
 years Meghan managed stores in two cities and focused on employee recruitment and 
 development.  During this time these locations ranked in the top 10% nationally in four 
 categories.  
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 Stacie Trace – Corporate Controller 
 A graduate from the Fisher College of Business at The Ohio State University, Stacie  came 
 to Parking Solutions with over 14 years experience in accounting/finance. She has held 
 several leadership positions within the Wendy’s organization and prior to joining PSI was the 
 Controller for Café Express, a private equity owned restaurant  chain in Houston. Stacie’s 
 experiences in accounting operations, financial reporting and analysis, business case 
 analysis, and financial modeling are essential to her role at Parking Solutions. She is 
 currently responsible for developing, leading and directing the finance, risk management 
 and IT teams.  
 
 Rob Jones – Safety and Risk Manager 

Rob Jones brings over 14 years of experience from his background in law enforcement to 
his current position as Risk and Safety Manager. While attending Miami University of Ohio, 
Rob was recruited by the Butler County Sheriff’s Department, and in August of 1991, Rob 
graduated from the Ohio Peace Officers Training Academy. After seven years with Butler 
County, Rob began working for the City of Lawrenceburg Division of Police. He was certified 
in 1999 at the Indiana Law Enforcement Academy and was quickly promoted to Sergeant at 
Lawrenceburg. In April of 2008, Rob joined the PSI team, and is responsible for training and 
educating new and veteran employees on all safety issues along with negotiating and 
resolving any claims. He also established the first company safety committee which has 
been instrumental in lowering incidents by developing a culture of safety companywide. 

 
C. Operator 
  
 Parking Solutions will manage the parking garages and lots. 
 
D. Contact Person 
 
 Parking Solutions, Inc. 
 Rudy Touvell, CPP 
 Regional Business Development Manager 
 850 Michigan Avenue 
 Columbus, Ohio 43215  
 
 (Phone)  614-453-1504 
 (Fax)   614-675-6019 
 
 (Email)  touvellr@ParkingSolutionsInc.com 
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E. Controlling Interest 
  
 PSI’s president, Aaron Shocket, owns 100% of Parking Solutions’ stock. 
 
F. Expected Advisors 
 
 Name:   Beth Alloway  
 Firm:   The Huntington National Bank   
 Title:   Vice President 
 Address:  41 South High Street, HC0810 
     Columbus, Ohio 43215 
 Telephone: (614) 480-4707 
 
 Name:   Frank Yankovich   
 Firm:   Yankovich, Adelman, Johnson, Stevenson CPAs 
 Title:   Partners 
 Address:  350 East First Avenue, Suite 150 
     Columbus, Ohio 43201 
 Telephone: (614) 944-5060 
 
 Name:   Tom Pampush   
 Firm:   Schottenstein, Zox, and Dunn Co. LPA 
 Title:   Partner 
 Address:  250 West Street 
     Columbus, Ohio 43215 
 Telephone: (614) 462-2700 
 
 Name:   David Paragas 
 Firm:   Barnes & Thornburg, LLP 
 Title:   Partner 
 Address:  21 East State Street #1850 
     Columbus, OH 43215 
 Telephone: (614) 628-0096 
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G. Comparable Projects 
  
 Parking Solutions is experienced at managing governmental and quasi-governmental owned 
 parking facilities throughout the Midwest. 
 
 Port Columbus International Airport: Parking Solutions provides garage and surface lot 
 management, Curbside Valet service, shuttle service, taxi starter, maintenance teams, 
 license plate inventory personnel, money counters, supervisors and management to Port 
 Columbus International Airport.  At Port Columbus, we have successfully implemented a 
 cross-training staffing where by employees are trained to complete various business 
 functions, which lowers overall labor hours and  reduces expenses from their previous 
 provider. In addition, with Parking Solutions, Port Columbus experienced their highest 
 parking revenue year in the history of the airport in 2007 topping just over $28 million.  
 
 Newport on the Levee: Parking Solutions has provided valet attendants, cashiers, 
 maintenance personnel, shuttle drivers, way finders (traffic controllers), accounting 
 personnel, supervisors and managers for this Lifestyle Shopping Center located in Greater 
 Cincinnati since 2002.  Newport on the Levee has a 1900 stall multi-level  parking garage 
 (which is owned by the City of Newport, Ky) and two 300+ stall surface parking lots that use 
 Federal APD revenue control equipment.  Parking Solutions provides  more than 65 full and 
 part time employees to manage this operation that generates more than $2.85 million dollars 
 annually.    
 
 South Campus Gateway: Parking Solutions has provided cashiers, maintenance 
 personnel, accounting personnel, supervisors and managers for this mixed-use facility 
 located on the Ohio State University’s campus since 2007.  South Campus Gateway has a 
 1500 stall multi-level parking garage (which is owned by the quasi- governmental agency 
 Campus Partners) that uses Federal APD revenue control  equipment.  Parking Solutions 
 provides more than 25 full and part time employees to manage this operation that 
 generates more than $1.5 million dollars in parking revenue annually. 
 
 Capital Square parking facilities: Parking Solutions provides cashiers, maintenance 
 personnel, accounting personnel, supervisors and managers for these downtown parking 
 facilities located in Columbus, OH.  The Capital Square parking facilities are comprised of a 
 1500 stall multi-level parking garage and two 120 space parking lots that generate more 
 than $2 million dollars in parking revenue annually. 
 
 City of Champaign: Parking Solutions has provided cashiers, maintenance personnel, 
 accounting personnel, supervisors and managers for this downtown parking facility located 
 in Champaign, IL since 2009.  The City of Champaign garage is a 650 stall multi-level 
 parking garage (which is owned by the City of Champaign) that uses Amano revenue control 
 equipment.   
 
 4th & Elm Garage: Parking Solutions provides cashiers, maintenance personnel,  accounting 
 personnel, supervisors and managers for this downtown parking facility located in 
 Columbus, OH.  The 4th & Elm garage is a 680 stall multi-level parking garage (which is 
 owned by the City of Columbus) that uses Federal APD revenue control equipment.  Parking 
 Solutions provides more than10 full and part time employees to manage this operation. 
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H. References 

 
 

Client Contact Name Address Phone  
Management 

Structure 

Port Columbus 
International 
Airport 

Charlie 
Goodwin– 
Director of 
Operations 

4600 
International 
Gateway 
Columbus, OH 
43219   (614) 239-4000 

 
 
 
 
Reimbursable 
Contract 

Newport on the 
Levee 

Ellen Prows 
General Manager 

1 Levee Way,  
Suite 1113 
Newport, KY  
41071 (859) 291-0550 

 
 
 
 
Reimbursable 
Contract 

South Campus 
Gateway Garage 

Jim Heinen – 
General Manager 

1556 N. High St 
Columbus, OH 
43201 (614) 247-5884 

 
 
 
Reimbursable 
Contract 

Capital Square, 
Ltd. Tammy Dosch 

34 S. Third 
Street, 1st floor 
Columbus, OH 
43215 (614) 461-5295 

 
 
 
 
Reimbursable 
Contract 

Continental Real 
Estate Jeffrey Wolf 

150 East Broad 
Street, Suite 310 
Columbus, OH 
43215 (614) 221-1800 

 
 
 
 
Reimbursable 
Contract 

City of 
Champaign 

Elizabeth 
Hannan 

 
713 Edgebrook 
Drive 
Champaign, IL 
61820 (217) 403-4700 

 
 
 
 
Reimbursable 
Contract 

City of 
Columbus / 
Columbus 
Downtown 
Development 
Corporation Amy Taylor 

150 S. Front 
Street, Suite 210 
Columbus, Ohio 
43215 (614) 545-4732 

 
 
 
 
 
Reimbursable 
Contract 



 

 13 



 

 14 

 

Comments:    

 

“I wanted to drop you a note and let you know how pleased I am with 

Parking Solutions’ management of the Newport On The Levee parking facility 

since August of 2002. 

 

Our experience with PSI’s assuming management following Central Parking 

System’s departure has been one of overall improvement, marked by dramatic 

improvements in customer service, facility and employee appearance, 

professionalism of PSI’s local Cincinnati management team, and fiduciary 

performance of the facility. It is safe to say that the Levee Parking Facility 

has experienced a 30% overall increase in bottom line performance since PSI 

began managing the parking operation.  

 

In addition, the added value a company that has its roots in the valet business 

can bring is apparent in the enhanced performance of the valet service the 

Levee provides for our restaurant patrons.  

 

Finally, I think it is important to note that I have found that working with a 

smaller, regionally-based and focused company like Parking Solutions has 

definitely benefited the City of Newport. Your company has repeatedly 

demonstrated how important our business is to it over time, and has 

consistently made us feel you regard the Levee as an “A-account”.” 

Ellen Prows, General Manager  
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Technical Capabilities 
 

A. Operations and Maintenace Expertise 

i) Substantial urban parking facility maintenance and operation experience. 
 
Parking Solutions’ management system is based on our dedication to providing 
excellent customer service while ensuring that the asset’s ROI is meeting or 
exceeding the owner’s expectations.  Please review the following sections to see 
what makes our management system different from our competitiors.    

  

ii) Advanced knowledge of parking facilities maintenance, repair, 
construction, and practical application of equipment and materials in 
parking facility operations. 

 
   Due to the structural components of parking garages being exposed to extreme  
   temperature changes, rain, snow, corrosive deicing chemicals they require   
   routine maintenance to extend their service life.  In addition to increasing service  
   life and reducing long term structural repairs, a comprehensive maintenance   
   program will produce a cleaner, safer and more user friendly garage which   
   promotes repeat business. A well maintained parking garage also portrays a   
   positive image of the owner, operator, adjacent businesses or even an entire city  
   for structures located at airports or major downtown areas. It is essential    
   for a maintenance program to be a primary focus in the operation of all parking  
   structures.  
 

   Below is a proposed janitorial and preventative plan for your review.    
       

Task  Frequency  

Emptying of garbage receptacles 
  No trash shall be allowed to accumulate 

on the ground on any parking deck  
 Trash receptacles shall be emptied daily  

 
Daily 

 
Daily 

Inspection of Decks  
 The floors of parking decks shall be kept 

free from grime, dirt, and debris  
 Clean employee restroom  
 Sweep floors  
 Power washing all floors  
 Degreasing of floors using high pressure 

water  

 
Daily  

  
Daily  

Weekly  
Annually 
Quarterly  

Inspect light fixtures  
 Damaged shade or bulb covers shall be 

reported and replaced  
 Damaged fixtures shall be replaced  
 Burned out light bulbs shall be replaced 

 
Daily  

 
Daily  
Daily  
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 Check illuminated emergency exit signs 
 Damaged emergency and exit signs will 

be reported and replaced immediately  
 Burned out emergency and exit signs will 

be replaced or repaired immediately  

Daily 
 

Daily 
Daily 

 Inspect Drains  
 Floor drains will be kept free of debris  
 Debris that collects on or at floor drains 

will be removed immediately.  

Daily 
Daily 
Daily 

Glass Cleaning  
 All glass doors, windows, and 

corresponding frames shall be kept free 
from grime, dirt, and debris. This includes 
glass window walls  

 
Daily 

 

Inspect plumbing system 
 Check sump pumps  
 Lubricate sump pumps as needed  
 Test all RPZ valves (performed by a 

certified technician)  

  
Weekly  
Weekly  
Annually  

Inspect for and remove all graffiti  
 Inspect for graffiti  
 Graffiti shall be removed as promptly as 

possible using pressure washing or 
chemicals that will not damage the façade  

 Only when absolutely necessary should 
graffiti be covered by a paint or epoxy  

 
Daily  

48 hours after 
inspection  

 
As needed  

 Inspect/Remove Insect Infestations 
 Stairways shall be inspected for  

infestations  
 Infestations shall be remedied within 24 

hours  

 
Daily 
Daily 

 
Daily 

 Inspect Heating, Ventilation, and Air 
Conditioning Systems  

 Clean condensing units  
 Check for proper operation  
 Clean filters  
 Lubricate all grease points as needed  

Weekly  
 

Semiannually  
Daily 

 Monthly  
Monthly  

 Inspect and replace signage  
 Inspect signage  
 Damaged signage will be replaced  

Daily  
Daily  

Weekly  

 

Stairways   

Tasks  Frequency  

 Trash pickup and emptying of garbage 
receptacles  

Daily  
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 No trash shall be allowed to accumulate 
on the  

Daily  

 ground in any stairway  
 Trash receptacles shall be emptied daily  Daily  

Inspection of Stairways  
 The floors of stairways shall be kept free 

from grime, dirt, and debris.  
 Sweep floors  
 Power washing all floors  
 Degreasing of floors using high pressure 

water  
 The handrails of stairways shall be kept 

free from grime, dirt, and debris  

 
Daily  

 
Weekly  

Annually 
 Quarterly  

 
Daily  

Inspect light fixtures  
 Damaged shade or bulb covers shall be 

reported and replaced  
 Damaged fixtures shall be replaced  

  
Daily 

 
Weekly  

 Replace burnt out bulbs  
 Burned out light bulbs shall be replaced 

as needed  

Daily 
Daily 

Check illuminated emergency and exit signs  
 Damaged emergency and exit signs will 

be reported and replaced immediately 
 Burned out emergency and exit signs will 

be replaced or repaired immediately 

 
Daily 

 
Daily 

Inspect Drains  
 Floor drains will be kept free of debris  
 Debris that collects on or at floor drains 

will be removed immediately.  

 
Daily 
Daily 

Glass Cleaning  
 All glass doors, windows, and 

corresponding frames shall be kept free 
from grime, dirt, and debris. This includes 
glass window walls.  

 
Daily 

 

Inspect Doors  
 All doors and door jams and frames shall 

be kept free from grime, dirt and debris  
 All door closers, locking and latching 

devices shall be inspected and repaired if 
not operational  

 Inspect Mechanized Doors and make 
repairs as necessary  

 Lubricate mechanized doors  

 
Daily  

 
Daily  

 
 

Weekly  
  

Weekly  
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Inspect for and remove all graffiti  
 Stairways shall be inspected for graffiti  
 Graffiti shall be removed as promptly as 

possible using pressure washing or 
chemicals that will not damage the façade 

 
Daily  
Daily  

  

Inspect and replace signage  
 Inspect signage  
 Damaged signage will be replaced  

  
Daily  

Weekly  

 

Parking & Revenue Control Equipment  

Tasks  Frequency  

 
 Perform maintenance as recommended 

by manufacturer  

See Manual  

 Backup all system data to DVD and 
deliver to Parking Office  

Weekly  

 

Elevators   

Task  Frequency  

Trash pickup and emptying of garbage 
receptacles  

 No trash shall be allowed to accumulate 
on the ground in any elevator  

 Trash receptacles shall be emptied daily  

 
 

Daily 
 

Daily 
Inspection of elevators  

 The floors of elevators shall be kept free 
from grime, dirt, and debris.  

 Sweep floors  
 Power washing all floors  
 Degrease floors  
 The handrails and walls shall be kept free 

from grime, dirt, and debris  

  
Daily  

 
Weekly  
Annually 
 Quarterly  

 
Daily  

Inspect light fixtures  
 Damaged shade or bulb covers shall be 

reported and replaced  
 Damaged fixtures shall be replaced  
 Replace burnt out bulbs  

  
Daily  

 
Weekly  
Daily 

Check illuminated emergency and exit signs  
 Damaged emergency and exit signs will 

be reported and replaced immediately  
 Burned out emergency and exit signs will 

be replaced or repaired immediately 

 
Daily 

 
Daily 



 

 20 

Inspect for and remove all graffiti  
 Inspect elevators for graffiti  
 Graffiti shall be removed as promptly as 

possible using pressure washing or 
chemicals that will not damage the façade  

 Only when absolutely necessary should 
graffiti be covered by a paint or epoxy  

  
Daily  

48 hours after 
inspection  

 
As needed  

Inspect HVAC Systems  
 Clean condensing units  
 Check for proper operation  
 Clean filters  
 Lubricate all grease points as needed  

  
Semiannually 

Daily  
Monthly  
Monthly  

Inspect elevator mechanicals  
 Check indicator lights  
 Check cab panels 
 Test cab communications and alarms  
 Complete all repairs as needed  

  
 

Weekly  
Weekly  
Daily  

As needed  

 

All Areas   

Task  Frequency  

 Inspect Fire Suppression and Alarm 
Systems  

 Check alarm system panel  
 Check fire suppression system  
 Perform drum drips  
 Check water cooler  
 Check desiccant material level  
 Change desiccant material  
 Check refrigerated air dryer  
 Test Fire Extinguishers (by certified 

service technician)  
 Inspect fire extinguisher boxes  
 Damaged fire extinguishers boxes 

(including glass in front) shall be repaired 
when found.  

 Fire suppression system and alarm 
certification (by certified service 
technician)  

Daily  
 

Weekly  
Weekly  
Daily  

Weekly  
Weekly  
Annually  

Twice  
Annually  

 
Weekly  

As needed  
 
 

Annually 
  

Inspect and repair or replace signage  
 Inspect all signage  
 All damaged signage will be repaired or 

replaced signage will be added to ensure 
compliance with all current and future 
laws  

  
Daily  

As Needed  
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iii) Demonstrated understanding in parking facility aging behavior to assess 
and determine the applicability of remedial maintenance action. 

 
Even well maintained parking structures may require some structural repairs 
during their service life. Parking structures are subject to harsh environmental 
exposure, dynamic loading conditions, extreme temperature variations, and 
destructive chemical attacks from de-icing materials. When required, structural 
repairs must be designed and specified by a structural engineer experienced in 
parking structure repair techniques. Repairs that may be required for parking 
structures include the following: 
 

 Concrete Deterioration 

 Expansion Joints 

 Connection Distress 
 
Please refer to the proposed preventitive maintenance plan to review how we 
visually inspect the garage to uncover needed repairs.   

iv) All the capabilities necessary to successfully operate and maintain the 
Parking System including routine maintenance, operations management, 
parking fee management and operations, administration, marketing and 
public relations, and parking operations. 

 Cash Handling Procedures 
   

o Cashier Start-up 
 Money in bank is counted by cashier to be certain it is the 

appropriate amount 
 A Manager gives loop count to start  

 
o During operation 

 Pick-ups are counted by supervisor and cashier - both initial the 
pick-up 

 Change transaction are counted by both supervisor and cashier 
 Ticket transaction are confirmed by both supervisor and cashier 

 
o Cash Drops 

 Money is counted and confirmed by both manager and 
cashier/lead valet 

 Loop counts are generated from the PARC system by the 
supervisor 

 
o Cashier Over/Shorts: 

 Lead cashier and Bookkeeper review cashier over/shorts and 
accuracy on a regular basis. 

 Cashiers are to be compared with other cashiers who operate the 
same shift on different days and in different weeks.  
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 Unusual higher or lower values for particular cashiers should be 
investigated. 

 Corrective action will be taken as appropriate. 
 

o Cash Counting 
 The cash deposits will be counted and verified through daily 

paperwork every morning by the supervisor(s) or bookkeeper. 
 Cash is counted in a secure, locked location, preferably in view of 

a security camera. 
 A cash counter is used when the average daily deposits for that 

site exceed $1,000. 
 Cash should be bundled, wrapped, and placed into a locked bank 

bag no later than 10:00 am for the prior day. 
 On the weekend, the cash will still be counted and verified daily, 

and stored in a safe in a locked bank bag until Monday when 
deposited directly into the bank. If space provides, a separate safe 
would be used to hold banks yet to be deposited, limiting the 
people with access to that particular safe and not taking up space 
in the drop safe used daily. 

 
o Deposit 

Deposits will be picked up each week day by armored car and deposited 
into a bank account approved by the owner. 

 Auditing 

 
o Cash Auditing  

Parking Solutions auditing consists of both on-site and corporate audits. 
Our auditing process was developed through a collaborative effort of 
Parking Solutions’ staff accounts, operators, and our CPA firm. Our 
documented auditing process is standardized for every location, but 
flexible enough to allow it to be used with every type of operation. All 
financial records for the owner will be stored at the owner’s location so 
that they can be reviewed by its management. 
 
Parking Solutions performs different levels of financial audits; local, 
regional and corporate. 

 
 Local - The parking manager will audit the cashiers on a regular 

basis by conducting a surprise cash count during the cashier’s 
shift and by auditing the cashier’s reports with the tickets and the 
receipt tape turned in with the cashier’s drop.  

 
 Regional - The regional operations manager will audit daily 

revenue summary against daily shift reports and match those daily 
bank deposits. 
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 Corporate - The controller will perform an in depth facility audit 
that includes auditing the daily revenue summary, cashier reports, 
ticket tracking, ticket auditing, and bank deposits. 

 
  Below is a sample of our cashier shift report that is the basis of our   
  auditing. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

  

 Revenue Control Equipment Procedures 
 

Parking Solutions is experienced with all types of revenue control equipment 
including Amano/McGann, Federal APD, CVPS, and AVPM.  
 
Parking Solutions will provide the first level of maintenance for the revenue 
control equipment. This includes correction of minor repairs such as broken 
gate arms and ticket jams. Maintenance staff or supervisors will immediately 
report any problems concerning the revenue equipment.  

 
PSI will subcontract the major repairs on the revenue control equipment. The 
parking operations manager will keep all work orders from the contractor and 
will monitor for compliance with contract for maintenance services and for 
repeated billings for the same work.  
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 Service Inadequacies 

o How will PSI avoid open / unfilled shifts? 

PSI’s plan is to have a full-time manager assigned to this account. This 
person will be responsible for ensuring that all shifts are filled. All 
schedules will be entered into our time and attendance system so that our 
manager will have access to real time reports that will notify them of open 
shifts. PSI plans to use a mix of full-time and part-time employees to staff 
the operation. Whenever possible, our manager will fill open shifts with 
part-time employees so that overtime is kept to a minimum. In the rare 
circumstance that the manager would be unable to fill an open position, 
PSI’s manager would be required to fill the open shift until a replacement 
can be found. 

   
o How will PSI limit overtime? 

PSI’s contracts are based on a set hourly rate that does not compensate 
us if our employees go into overtime; therefore, we as a company have 
metrics in place to keep overtime at a minimum. Due to these metrics, our 
company has an overtime percentage of less than 1% of overall payroll. 
We accomplish this by scheduling a mix of both part-time and full-time 
employees.  
 
Filling open shifts for planned time off: 
Our managers post open shifts on the communication board near the time 
clock.  The first employee that signs up for the shift will be awarded the 
shift as long as that shift will not put them into overtime for that week.  
       
Filling open shifts for unplanned time off:  
Our managers first call part-time employees to cover the open shift, if 
unsuccessful they will then call full-time employees until the shift is 
covered. If they can not get the shift covered they are required to work the 
shift.  

 
o How will PSI avoid employee tardiness? 

During orientation, PSI sets the expectation that employees are to report 
to work on-time ready to work. Our manager and supervisors will be 
responsible for ensuring that the employees are meeting this expectation. 
PSI’s manager will routinely audit employee time punches to work logs 
and PARCS logs to ensure that employees are actually working when 
they are on the clock. Employees that are tardy will be subject to 
corrective action up to and including termination.   
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  PSI’s Attendance & Punctuality Policy 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
o How will PSI avoid poor customer service? 

PSI’s mission is to provide a superior experience for our clients and their 
customers. During orientation, PSI clearly outlines its mission and 
Customer Commitment (see below). Each employee is held accountable 
for upholding the Customer Commitment; unfortunately, not every 
employee will uphold this commitment. When this occurs, PSI’s manager 
or supervisors will complete an investigation. This investigation 
documents the customer’s complaint, employee(s) involved, supervisor(s) 
on duty, employee’s account of the incident, and recommended resolution 
(see Complaint Investigation Form). This form will be completed and 
given to the owners within 24 hours of the report being completed. Should 
the investigation determine that the employee did not uphold PSI’s 
Customer Commitment they will be subject to progressive discipline up to 
and including termination, based on the severity of the complaint. 
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o How will PSI avoid poor job performance? 

PSI clearly outlines its expectations for employees on the job 
performance during orientation. Reinforcement of these expectations is 
provided through follow up training and through audits performed by our 
manager and supervisors. Those employees that exhibit poor job 
performance will receive remedial training to correct the issue. Should the 
employee still exhibit poor job performance after the remedial training, 
they will be subject to corrective action up to and including termination. 
The owner will be provided with a report on a monthly basis of all audits, 
training provided, and corrective actions issued.   
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 Reporting Procedures 
PSI differentiates itself from our competitors by offering transparent and custom 
reports that meet the exact requirements of our customers.   

o Payroll Reports 

Payroll is processed electronically through our payroll provider Paycor. 
PSI will produce payroll reports from the system that will breakdown 
payroll by individual, job function and department as backup to our 
invoice. Sample Payroll Report: 

 
     

 

 

 

 

 

 

 

 

o Garage Financial & Reimbursement Reports 

      PSI provides detailed revenue and reimbursement reports by   
      property.  All revenue reports include detailed back-up from the   
      revenue control system and original receipts are included as back- 
      up for expense reimbursements. 
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Below is a sample detailed monthly report that we provide our reimbursable 
contract clients 
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o Time Clock Punch Detail Reports 

Time and attendance is recorded electronically through Time on 
Demand® a service provided by our  payroll processor Paycor. These 
reports are available in real-time and are used by our manager and 
supervisors to audit an employee’s time against their work logs. 

 

 

 

 

 

 

 

 

 

 

o Employee Turnover / Promotion / Demotion Reports 

      PSI will provide the owners with an employee turnover, promotion, and  
      demotion report on a monthly basis. 

o Employee Attendance Reports 

      PSI will provide the owners with an employee attendance report on a   
      monthly basis. 

o Employee Coaching / Disciplinary Action Reports 

      PSI uses an Action Form to record corrective actions performed by our  
      managers  and supervisors. These forms will be kept on-site and    
      available for inspection by the owners. PSI can produce a report on a   
      monthly basis that summarizes the corrective actions for the month.   
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Sample corrective action form: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
o Customer Complaints / Resolutions Reports 
 PSI’s mission is to provide a superior experience for our clients and   
 their customers. During orientation, PSI clearly outlines its’ mission and  
 iCustomer Commitment. Each employee is held accountable for   
 upholding the Customer Commitment; unfortunately, not every    
 employee will uphold this commitment. When this occurs, PSI’s    
 manager or supervisors will complete an investigation. This     
 investigation documents the customer’s complaint, employee(s)    
 involved, supervisor(s) on duty, employee’s account of the incident, and  
 recommended resolution. This form along with a statement of any    
 resulting corrective action will be completed and given to the owner  
 within 24 hours of the report being completed.  
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o Employee Training / Testing Reports 

PSI will document all employee training provided by both PSI and the 
owner. A training checklist will be developed based on the specific 
training required by the owner and this checklist will be attached to the 
employee’s file. Our manager and supervisors will be responsible for 
ensuring that all training is complete. A report will be provided to the 
owner on a quarterly basis detailing all of the training requirements met  
per employee.       

 
    Marketing Experience  
   Below is a sample marketing plan that we prepared for the Fourth & Elm    
   Garage in downtown Columbus, Ohio. A similar marketing plan would be    
   developed for the Indianapolis properties.  

   
  Marketing Plan 

 
Introduction:   The focus of this marketing plan is to 
implement the vision and strategic focus of the Fourth 
and Elm parking garage by adding value to your target 
market segments, the monthly and transient parkers, in 
the local area.  We will accomplish this through 
differentiating your parking locations from your 
competition by offering enhanced services, actively 
marketing for monthly parkers, increase your street 
presence, actively pursuing new business, and target 
market advertising. 

 
The Challenge:  The decline of business occupancy 
within the Central Business District of downtown 
Columbus has placed pressure on monthly parking and 
daily parking rates.  However, according to Colliers’ 
Ninth Annual North America Parking Rate Survey, “…even in the face of 
economic hardship by many, parking garage owners and operators have 
managed to hold rates at last year’s levels.”  We feel confident that by 
implementing this marketing plan with a focus to aggressively market any 
unoccupied spaces and through our enhanced service offerings, there will be an 
increase in overall revenues and customer satisfaction. 

 
Competitive Analysis:  According to Downtown Columbus’ website, there are 
more than 35,000 public parking spaces available in the center city for hourly, 
daily and/or monthly accommodations. Specifically within the 3 block radius of 
the Fourth and Elm parking garage, there are approximately 25 competing 
parking locations.  A comparison of these parking facilities has shown the rate 
schedules and time within each daily parking rate frame to be similar.  Our 
analysis indicates that the rate structures for monthly parkers (reserved and 
unreserved) shows the highest fluctuations in price, with the Fourth and Elm 
garage’s proposed rates landing in the middle of the pricing spectrum.   
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Marketing Strategy for the Fourth and Elm Garage 
  

Timeline:  
December 2009 – January 2010:   
 

 Parking Solutions will begin contacting targeted buildings to feature the 
Fourth and Elm Garage’s parking information in their newsletters and web 
portals. 

 

 Parking Solutions will begin marketing to individual offices within the 
targeted building 

 

 New signage strategically placed to market the garage to monthly 
parkers. 

 
  February 2010: 

 

 New signage strategically placed to announce that the garage is open 
and market the garage to transient and monthly parkers. 

 
 
March 2010 – End of Contract 

 

 1st Monday of the month in February through December: Set up 
hospitality tables in garage lobby to thank garage parkers and inform 
them of monthly winner and referral programs. 

 

Strategy # 1:  Increase Monthly Parkers 

Develop relationships with contacts in targeted buildings with the following 
objectives: 

o Provide information about the Fourth and Elm Garage so that it can be 
included in the building’s monthly newsletter and/or web portals. 

o Obtain direct referrals for Fourth and Elm Garage from the building’s property 
managers.    

o Maintain positive relationships and open lines of communication with the 
following targeted buildings: 
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AT&T Building 
Contact: Individuals 
 
Current Parking Information:   
Employees mainly park in the Buckeye Garage, Long Street Garage, or Gay 
Street lots 
 
Action Items:   
We will directly market to those exiting out of the Long Street Garage and 
Buckeye Garage in an attempt to entice these parkers to the Fourth and Elm 
Garage.  

  

Continental Center 
Contact:  Jeffrey Wolf 
 
Current Parking Information:   
Tenants mainly park in the Buckeye Garage, Long Street Garage, or Gay Street 
lots 
 
Action Items:   
We will directly market to those exiting out of the Long Street Garage and 
Buckeye Garage in an attempt to entice these parkers to the Fourth and Elm 
Garage. 

 

Renaissance Hotel 
Contact: Jerry Lombard 
 
Current Parking Information:   
They currently have their own garage, but utilize commercial parking garages for 
their overflow parking.   
 
Action Items:   
Contact Jerry to market the Fourth and Elm Garage’s convenience and proximity 
to the Renaissance Hotel for his overflow parking.  

 

Law & Finance Building 
Contact: Roy Chapman 
 
Current Parking Information:   
This building has a lot of small boutique businesses and the employees parking 
in all directions of the building. 
 
Action Items:   
PSI will communicate with these tenants individually to promote the Fourth and 
Elm Garage. 
 



 

 41 

Midland Building 
Contact: Cindi Osborne 

 
Current Parking Information:   
They have a garage located behind their building for tenants only and the cost is 
$125 per month.  Any tenant that chooses not to park in their garage typically 
parks in the lots located on Gay Street.   
 
Action Items:   
The Gay Street lots are currently being developed on an individual basis.  PSI 
just closed the 90-space Gay and 5th lot on October 1st.  As these lots continue to 
be developed, those parkers will most likely park in the Fourth and Elm garage.  
PSI will contact the tenants of the Midland building directly and aggressively 
market the Fourth and Elm Garage.   
 

Continental Plaza / Empire Building 
Contact: Jeffrey Wolf 
 
Current Parking Information:   
Majority of both building’s tenants park in the Capital Plaza Garage. 
 
Action Item:   
PSI will communicate with these tenants to promote the Fourth and Elm Garage. 

 

Chase Building 
Contact: Laurie Plunkett 
 
Current Parking Information:  
The Chase Building directs the majority of their tenants to the Buckeye Garage or 
Long Street Garage.  They provide a parking information sheet to their 
prospective tenants who can advertise the Fourth and Elm Garage.   

 
Action Item:  
Follow up with Laurie to provide verbiage for inclusion both in their monthly 
newsletter and their parking information sheet. Stop by to thank Laurie at least 
once every month. 
 

88 East Broad 
Contact: Larry Scott 
 
Current Parking Information:  
They own the Long Street garage so they are not willing to advertise any 
competitor rates.     
 
Action Item:   
We will directly market to those exiting out of the Long Street Garage and 
Buckeye Garage in an attempt to entice these parkers to the Fourth and Elm 
Garage.  
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One Columbus 
Contact: Bonnie Henry 

 
Current Parking Information:  
This location utilizes an internal building web portal that includes parking 
information and they supply a parking information sheet to their 
current/perspective tenants.  Her current sheet only has the Leveque Garage 
listed, but she is willing to include the Fourth and Elm Garage. 

 
Action Item:   
Follow up with Bonnie to provide verbiage for inclusion both in their web portal 
and parking information sheet. Stop by to thank Bonnie at least once every 
month. 
 

 
 

Strategy # 2:  Increase Transient Parkers: 

 Columbus Athenaeum 
 Contact: Susan Cassidy  

 
Current Parking Information:  
Currently the Athenaeum has a need for day-time parking for special 
events.  They turn down day-time events monthly because of a lack of 
parking.  Additionally, the Athenaeum hosts evening events on a weekly 
basis that will create a demand for parking and the Fourth and Elm 
garage will be the most convenient parking for their guests.   
 
Action Item:  
Follow up with Susan to provide verbiage for inclusion on their parking 
information sheet. Stop by to thank Susan at least once every month. 

 

 Validations 
 

Current Parking Information:  
The Fourth and Elm Garage have an advantage over the competing 
facilities in that they have ability to accept validations. 
 
Action Item:   
Parking Solutions could pre-sell validations to the tenants in the 
surrounding buildings and the Columbus Athenaeum to validate their 
visitor’s parking or pre-sell validations to daily parkers within the offices 
that did not wish to pay by cash every time they parked. 
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Strategy # 3:  Develop a strong monthly parker program  

Enhanced Services – It is imperative that once we gain a parker, we never lose 
them.  To help accomplish this, we must work to reinvigorate relationships 
through enhanced service offerings that your customers will talk about with their 
friends, family, and peers.   

 

 Parker of the Month Program – All monthly parkers will be entered into 
a drawing each month, for a $20 gas card, simply because they have 
chosen to park at one of your locations.  The winner’s name would be 
posted strategically within the garage. 

 

 Communication Boards – We plan to equip and maintain a community 
bulletin board in the “lobby” area. These would provide important 
numbers and key information regarding the parking garage.  It also offers 
the opportunity for local companies to advertise and inform customers 
about community news and attractions.  Parkers of the Month would be 
posted here.     

 

 Customer Appreciation Days (Monthly Parkers) – A sincere thank you 
can go a long way.  Twice each year, we plan to provide coffee and 
donuts, a complimentary car wash, or a drawing for a reserved prime spot 
in the parking garage.  We will also solicit participation in the form of 
coupons or gift certificates from local businesses.  

 

 “Just for Fun” – For the garage customers, we plan to provide treats on 
the following occasions: 

 
 Valentine’s Day – heart shaped candies  
 Halloween – trick or treat candy  
 Holidays – mini candy canes or another small holiday token 
 On a pre-determined day, we wash windshields for monthly parkers 

 

 Amenity Programs – Car trouble can ruin a day, but kindness can 
improve it immeasurably. We offer battery starts, tire changing 
assistance, and topping off windshield washing fluids free of charge.  We 
plan to offer convenient and affordable access to all of those car chores, 
like oil changes, car washes and detailing etc., which take up so much 
precious free time. The costs associated with these to be mutually agreed 
upon and contingent on staff presence. 

 

Strategy # 4:  Develop a strong monthly parker referral program 

Jeffrey Gitomer says it best “We are branded by advertising but sold by 
something more powerful…Word of Mouth Advertising”!  With that being said, we 
realize the significance of a referral program and will develop a specific program 
for the Fourth and Elm Garage offering an incentive or reward for bringing in new 
parkers. 
 



 

 44 

Our referral program will have the following objectives: 

 Identify the contacts who are most likely to provide referrals  

 Create a system to market to these contacts 

 Create a system to track the referrals 

 Create an atmosphere for monthly parkers that ensure they enjoy parking 
with us, confirms they will continue to do so as well as that they will refer 
anyone they know to park with us 

 
Referral Program Details 

 Referral program would not begin until July 2010 

 New parker must not have been a monthly parker within the last 6 months 

 Referring Parker will be placed in a monthly drawing for $40 Gas Gift 
Card once the new parker has signed the lease 

 Referral forms available online and in the garage office 
 

Kick-off program: 
 

 Launch hospitality stations in lobby.  Thank tenants and inform them of 
new programs 

 Pass out flyers that announces the referral program 

 Post detail on bulletin/communication boards and online 

 Repeat Kick-off program every three months 

 
 

Strategy # 5:  Develop an easy to use web portal for monthly parkers: 
Parking Solutions owns the website www.4thandElmGarage.com.  If awarded the 
contract, Parking Solutions will activate this website to provide updates on the 
parking garage, allow parkers to get on the monthly parking wait list, and pay 
their monthly parking invoice. 
 

Updates: 
Parking Solutions will update the website as new information becomes 
available about the garage.  We anticipate providing updates on construction, 
the grand opening, and the parking rate structure. 
 
Wait List: 
Once the contract is signed and parking rates have been established, Parking 
Solutions will begin a waiting list for monthly parkers that want to reserve a 
parking spot in the garage.  Customers will be directed to the website where 
they can enter their information and be placed on the waiting list.  Once their 
email address is verified they will receive an email receipt confirming that 
they are on the wait list. 
 

http://www.4thandelmgarage.com/
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Sample Screen Shot: 
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Pay On-line: 
Once the parking garage is opened, Parking Solutions will encourage monthly parkers to 
pay their invoice on-line.  Customers will be directed to the website where they can enter 
their information into a secure PCI Compliant website to pay their invoice. 
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Strategy # 6:  Develop Street Presence 
Appropriate signage can reduce the overall stress associated with locating 
convenient parking.  For example, the Fourth and Elm parking garage is located 
directly off a main thoroughfare so we would arrange signs using bold graphics 
and bright colors inviting people to park at the facility.  We would also coordinate 
attendants (on specific days) to direct vehicles toward the garage and 
communicate with passing pedestrians about these alternative parking options.   
 
Parking Solutions creates and builds signage in-house.  This allows us to provide 
signs quickly and at a lower cost to our clients.  We anticipate using a 
combination of windmaster signs and banners to market the parking garage. 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Conclusion:  Our marketing focus is to develop and strengthen the vision and strategic focus of 
the Fourth and Elm parking garage.  The marketing plan and new business advertising are not 
limited to what was stated above. We will work with you to determine and implement the most 
effective marketing strategy to fit your goals. The effectiveness of our programs and amenities 
are continually tracked and the results are communicated to you. 

Sample Windmaster Sign 

22” X 44” 

Sample Banner Sign 

8’ X 3’ 
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Marketing Samples 
 
 
Daily Parking Sample Flyer 
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Sample Fliers 
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B. Customer Service 
 

Parking Solutions utilizes numerous training modules to ensure we are hiring and 
properly preparing our employees for their positions.  It is our belief that employee 
selection and development lays fundamental groundwork to building a successful 
organization.  Below is a list of the training modules that our employees must complete.  
A more detailed overview of these modules can de provided during the interview phase. 
 

i) Initial Screening Process 
1. Behavioral tests (Interviews) 
2. Driving tests 
3. DMV/Criminal background check 
4. Orientation to PSI as a company 
5. Site specific orientation 
6. Employee Manual Review  
7. Policies & Procedures 
8. Job Specific Training Program 
9. Technology (Site & Program Specific) 

 

ii) Customer Service 
1. Internal & External Customers 
2. Our client’s expectations 
3. Service Recovery Plan 

 

iii) Safety Training 
1. Prevention 
2. Nuts and Bolts of Awareness 
3. Safety is a Team Concept 
4. Exposure Control Plan 
5. Maintaining a Safe Work Environment 
6. Safety Procedure Manual 
7. Healthy Work Environment 

 

iv) Ongoing Training 
1. Expertise in customer service 
2. Standard Operating Procedures 
3. Workplace safety & prevention 
4. Diversity in the Workplace 
5. Communication skills 
6. Grooming standards 
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C. Safety and Security 

i) Knowledge of parking and public safety and security techniques and 
methodologies 

Operating parking facilities in a downtown urban setting or in a entertainmaent 
district can present unique security challenges.  Challenges can typically be 
grouped into 4 categories: 
 

1. Loitering and Homeless 
In most garages, there are recurring loitering and homeless activities  
that result in inappropriate behavior that make the garages unattractive.  
Such acts result in trash, beer bottles, urination, odor and other 
inappropriate activities that need to be addressed.   
 

2. Theft and Vandalism 
Some customers may experience theft of personal articles (such as 
purses, laptops, etc) and equipment from their vehicles (such as stereos, 
tires, rims, etc).  Facilities will also experience significant vandalism such 
as broken gate arms, mirrors, damage to signs, etc.  The incidents of theft 
and vandalism tend to increase during the summer months, and typically 
reduce once security patrol is increased.   
 

3. Criminal Activity 
Incidents of criminal activity, such as alcohol use, drug use, and fights 
tend to occur during late night hours. These activities are largely 
concentrated in and around parking garages and within entertainment 
zones. 

 
4. Special Events 

Crowd control and public safety become an issue of concern during 
special events.   

 
Fortunately, many of these challenges can be minimized with careful planning 
and proper training. 
 
Below is a sample of Parking Solutions’ security techniques: 

 
1. Planning 

Every facility that Parking Solutions manages goes through a thorough 
security audit by our corporate Risk and Safety Manager, Rob Jones.  
Rob has more than 11 years experience as a police/security officer and is 
a graduate of both the Indiana Law Enforcement Academy and Ohio 
Peace Officer Training Academy. 
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Items that are reviewed during the audit include: 
 Pedistrian entry & exit points 
 Vehicle entry and exit points 
 Lighting & Painting 
 Video Survelance 
 Emergency Call Box 
 Security Patrols 
 Visabliilty & Hideouts 
 Landscaping 

 
Once the facility is audited recoomendations are made to the owner for 
their review and an action plan is jointly implemented. 
 

2. Training 
Many security challenges can be minimized by training the facility’s on-
site staff to recognize potential security risks.  Every Parking Solutions 
employee is required to attend our awareness training module that 
provides them with the knowledge to recognize and react to situations 
that they will encounter while working in a parking facility.   
 
Below is a section from our awareness module: 
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ii) Experience in emergency response support 
 
Parking Solutions operates many types of parking facilities: 

 Garages that operate without on-site security 
 Garages that have an on-site police/security presence 
 Garages that are unmanned  

 
The type of facility that we are operating determines the level of response that we 
provide.  The key is to develop Standard Operating Procedures for each facility.  
Parking Solutions’ Risk & Safety Manager, Rob Jones, prepares the emergency 
response procedures and provides training for each facility that we operate.   
 
Below is a sample emergency response procedure that we use at one of our 
facilities: 
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STANDARD OPERATING PROCEDURES 
 

Purpose  

To provide guidance and direction for a team approach to enhance the overall security and patron comfort levels for the parking 
facility.  
  
Results to Be Achieved  

 Increase visibility of security and parking staff throughout the parking facility.  
 Reduce and/or eliminate frequency of vehicle break-ins and other incidents.  
 Keep possible perpetrators off-balance by minimizing predictability of patrolling patterns.  
 Effectively address the perception of facility safety.  
 Establish security standards for all parking facilities.  

  
Reporting Protocol  

 Observed PERSONAL ASSAULT activity:  

o VS ?  CPD 911 and Case # ?  PSI ?  CDDC  
o PSI ?  CPD 911 and Case # ?  VS ?  CDDC  
o CPD ?  PSI and Case # ?  VS ?  CDDC 

  
 Observed PROPERTY-RELATED suspicious activity:  

o VS ?  CPD 0N-LINE for CASE # ?  PSI ?  CDDC  
o PSI ?  CPD 0N-LINE for CASE # ?  VS ?  CDDC 
o CPD ?  PSI and Case # ?  VS ?  CDDC 

 
Observation Directions  

 Look between vehicles, in corners and along overhead pipes. Look for items such as:   
 Open car doors/windows  
 Broken glass/head and tail light debris  
 Packages, bundles or other unusual items between cars and in the stairwells  
 Individuals wandering about the facility or looking into vehicles  
 Groups of individuals malingering or horse playing   
 Damage/graffiti to the facility  

  
Watch what individuals are carrying. The obvious clues would be tools, pipes, rocks, etc. Less obvious would be gym bags, 
shopping bags or tote bags. Note items that are out of the ordinary or suspicious, they should be written in your logs. The 
Incident Report form is used to provide details regarding activity to be passed on to the Parking Manager, Valor Security 
and the CDDC.  

 
Joint Patrolling Patterns/Coverage  

 Valor Security Officer (VS)  
o Prior to each patrolling cycle, VS will contact PSI staff to coordinate patrolling responsibilities and to exchange 

pertinent information.  
 
 PSI Attendant/Maintenance/Facility Manager   

o Prior to each patrolling cycle, PSI staff will contact VS officer to coordinate patrolling responsibilities and to 
exchange pertinent information.  

o Facility Manager will randomly  walk through all levels where vehicles parked after 10:00am on the hour  
o Maintenance staff will keep an eye on unusual activity while on duty between 6:00am to 2:00am.  
o Document all suspicious or illegal activity on the Incident Report form   
o Record damaged property, potential safety  hazards and maintenance issues on daily event journal.  

 
Documentation  
Goal: To standardize data collection, identify trends, provide relevant and comprehensive details.  
  

 Standards  
o Time based on 24-hour or military time  
o Print vs. cursive writing  
o All fields on form to be filled in, e.g., N/A if nothing to report  

 
 Report Forms  

o Incident Report Form   
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PARKING FACILITY INCIDENT REPORT 

  
  
  
TYPE OF INCIDENT _________________  OFFICER/EMPLOYEE __________________  
  
DATE OF INCIDENT __________________  TIME OF INCIDENT ___________________  
  
LOCATION ___________________________________________________________________  
  
CPD contacted ____ YES     ____ NO     If YES, Case #______________________________  
   
VICTIM: (if known)  
Name ___________________________________ Phone#________________________________  
  
Address: _______________________________________________________________________  
  
VEHICLE:  License # __________   State ___  Make _________ Model _________  Color _____   
  
SUBJECT 1:  
Gender: Male   Female   Approximate Age _________  Height _______ Weight _______  
  
Ethnicity:  Caucasian Asian  Hispanic African-American Unknown     
  
Hair Color __________  
  
Clothing: ______________________________________________________________________  
  
SUBJECT 2:  
Gender: Male   Female   Approximate: Age _________  Height _______ Weight _______  
  
Ethnicity:  Caucasian Asian  Hispanic African-American Unknown     
  
Hair Color __________  
  
Clothing: _____________________________________________________________________   
  
SUBJECT VEHICLE:   
  
License # _____________   State ____ Make ____________ Model _____________  Color _____   
  
Detailed description of the incident:  
________________________________________________________________________________  
  
________________________________________________________________________________   
  
  
Signature: _________________________________   Badge/ID #: ________    Date: ____________ 
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iii) Expertise in relevant parking engineering standards, specifications, policies, 
practices, and processes. 

Parking Solutions utilizes consultants and engineering experts when a project 
requires knowledge beyond that of a parking operator.  In the past, we have 
worked with Walker Parking Consultants and Carl Walker Parking Consultants.     

D. Capital Improvements 
  If needed, PSI has a 1 million dollar line of credit with Huntington Bank that can be used  
  to satisfy the capital requirements of this contract. 
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Financial Capability 
 
A. Financial Ability 
 Below is a summary of our financial statements that have been audited by our 3rd party CPA 
 firms Yankovich, Adelman, Johnson, Stevenson (2008) and Peck and  Martin (Prior Years). 
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B. Ability to Secure Financing 
 Parking Solutions is seeking qualification on the management of the Parking System 
 Garages & Lots only.  PSI has a 1 million dollar line of credit with Huntington Bank that can 
 be used to satisfy the capital requirements of this contract.  


